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What is CACTUSF 

C5C6U8 i) an acron=3 >or Co3#(ter 5ided Credential) o> 6eacher) >or Utah 8chool)'  @t i) a co3#(ter )=)te3 
()ed to 3aintain o>>icial in>or3ation aAo(t Utah Bicen)ed CD-2 Ed(cator)'  @t con)i)t) o> Aoth a central dataAa)e 
and ()er inter>ace)'  

For each ed(cator the dataAa)e contain) )(ch in>or3ation a)$ addre))G  licen)e and endor)e3ent)G deHree)G 
a(thoriIation)G and c(rrent and #reJio() di)trict and )chool a))iHn3ent)'  5l)o incl(ded in the dataAa)e are$ 
record) o> ed(cator in)erJice #roHra3)G a hierarchical taAle o> teachinH a))iHn3ent)%)(AKect)G Aac,Hro(nd chec, 
dataG and record) o> licen)inH di)ci#linar= action)' 

Le#endinH on the intended ()eG the dataAa)e can Ae acce))ed in )eJeral &a=)'  6here i) a client%)erJer @nternetD
co3#atiAle inter>ace >or hiHh Jol(3e 3aintenance'  Mhile thi) inter>ace al)o ha) n(3ero() A(iltDin >eat(re) >or 
re#ortinH and data anal=)i)G there are 3an= other inde#endent tool) that can Ae al)o e3#lo=ed'  Batch (#datinH and 
eOtractinH #roce))e) are al)o aJailaAle on reP(e)t'    Qart) o> the data can Ae acce))ed >ro3 the MeA'  8o3e o> 
the in>or3ation aAo(t indiJid(al) i) #(Alic in>or3ationG )o3e i) #rotectedG A(t all o> the in>or3ation aJailaAle 
thro(Hh C5C6U8 3a= onl= Ae acce))ed A= a(thoriIed indiJid(al)' 

Who uses CACTUS 

C5C6U8 i) #ri3aril= >or the ()e and Aene>it o> UtahR) #ro>e))ional CD-2 ed(cator) and tho)e &ho haJe 
re)#on)iAilitie) 3anaHinHG )(#erJi)inH and coordinatinH tho)e h(3an re)o(rce)'  U)er) 3()t haJe #rior &ritten 
#er3i))ion >ro3 de)iHnated U8SE #er)onnel' 

How do I get access to CACTUSF 

C5C6U8 i) a con>idential and )ec(re )=)te3'  Unauthorized use is strictly prohibited and violators will be 
prosecuted.  @> =o( >eel =o( haJe a need and riHht to acce)) C5C6U8 #lea)e contact the Utah 8tate S>>ice o> 
Ed(cation Ed(cator Bicen)inH o>>ice'  

Mailing address: 

Utah 8tate S>>ice o> Ed(cation 
Ed(cator Bicen)inH 
Q'S' BoO -TT200 
8alt Ba,e Cit=G U6  8T--TDT200 

phone: 80-DWX8DYYT0 
email:  Amanda.Charlesworth@schools.utah.gov 

Educator Quality Web address: htt#$%%&&&')chool)'(tah'HoJ%cert% 
 

http://www.usoe.k12.ut.us/cactus/cactus_help.htm
http://www.usoe.k12.ut.us/cactus/educator_demographics.htm
http://www.usoe.k12.ut.us/cactus/educator_addresses.htm
http://www.usoe.k12.ut.us/cactus/educator_certificates_endorsements.htm
http://www.usoe.k12.ut.us/cactus/educator_degrees.htm
http://www.usoe.k12.ut.us/cactus/educator_authorizations.htm
http://www.usoe.k12.ut.us/cactus/educator_assignments.htm
http://www.usoe.k12.ut.us/cactus/educator_inservice.htm
http://www.usoe.k12.ut.us/cactus/cactus_assignmentcodes.htm
mailto:Amanda.Charlesworth@schools.utah.gov
http://www.schools.utah.gov/cert/


GettinH 8tarted Mith C5C6U8 

$unning CACTUS from the Web 

[o( can choo)e to in)tall C5C6U8 on =o(r co3#(ter \in)tr(ction) in the neOt #araHra#h] or =o( can r(n C5C6U8 
>ro3 the &eAG al)o called 6er3inal 8erJer'  Clic, on thi) lin, >or hel# &ith 6er3inal 8erJer' 

Installation 

5>ter =o( haJe receiJed #er3i))ion and the a##ro#riate )ec(rit= in>or3ation >ro3 the Utah 8tate S>>ice o> 
Ed(cation =o( 3a= AeHin to ()e C5C6U8'  Unle)) =o( are acce))inH =o(r indiJid(al ed(cator record >ro3 the MeA 
=o( &ill need to in)tall )o3e )o>t&are on =o(r co3#(ter'  6he C5C6U8 client )o>t&are i) ea)= to in)tall' 6here are 
in)tr(ction) >or the in)tallation o> C5C6U8 in thi) online hel#' 

Some Assumptions 

@n order to ()e C5C6U8 )(cce))>(ll= it i) a))(3ed =o( haJe )o3e eO#erience ()inH a##lication) &ithin ^icro)o>t 
Mindo&)'  [o( do not haJe to Ae Jer= eO#eriencedG K()t )o3e Jer= Aa)ic ),ill) &ill do'  Qer)on) &ho haJe little or no 
eO#erience ()inH ^icro)o>t Mindo&) A(t &ho haJe eO#erience &ith other GU@) )(ch a) the ^acinto)h or _D
Mindo&) )ho(ld al)o haJe little di>>ic(lt= ()inH C5C6U8'  Sne thinH =o( )ho(ld Aeco3e a&are o>G i) the ()e o> the 
riHht 3o()e A(tton in ^icro)o>t Mindo&) )=)te3)'  @> the c(r)or i) oJer an oAKect in a &indo& to &hich =o( &ant 
to a##l= )o3e actionG clic,inH the riHht 3o()e A(tton o>ten re)(lt) in the di)#la= o> a #o#D(# 3en('  5 Hood eOa3#le 
o> thi) i) the addition o> an a))iHn3ent in the C(rrent 5))iHn3ent) taA #aHe'  6o add a ne& a))iHn3ent recordG K()t 
riHht clic, Aelo& the la)t a))iHn3ent in the di)#la=ed taAle and a 3en( &ill #o# (#'  6hi) 3en( &ill allo& =o( to 
choo)e n(3ero() action) incl(dinH addinH and deletinH record) >ro3 the taAle'  @> =o( need )o3e 3ore hel# or &ant 
to reJie& the >(nda3ental) there i) a )ection in hel# called Mindo&) GU@' 

EJer=one &ho ()e) thi) hel# )=)te3 need) to Ae a&are o> one Jer= i3#ort thinH'  6hi) hel# i) a Heneral hel# )=)te3 
&ritten >or all t=#e) o> ()er) o> C5C6U8'  Le#endinH &hich Hro(# o> ()er) =o( AelonH to =o( &ill haJe di>>erent 
riHht) or #er3i))ion) &ithin C5C6U8'  For eOa3#leG =o( 3a= Ae aAle to )ee and (#date )o3e thinH) other t=#e) o> 
()er) neJer )ee 3(ch le)) are aAle to (#date'   6here i) a li)t o> ()er Hro(#) &hich de>ine) in Heneral ter3) &hat 
each ()er Hro(# i) aAle to do &ith  C5C6U8'  @> =o( are #art o> a ()er Hro(# &ith a `L@86` #re>iO =o( are #art o> a 
Hro(# &ho)e acce)) to ed(cator) i) re)tricted to tho)e in =o(r ho3e di)trict'  For 3ore detail) aAo(t &hat =o(r 
Hro(# i) aAle to do &ithin a HiJen >(nction =o( )ho(ld re>er to the detailed hel# >or that &indo&G taA #aHe or 
>(nction'  @> =o( do not ,no& &hat Hro(# =o( AelonH to clic, on the ael# 3en( ite3G  then on `5Ao(t`'  [o(r ()er id 
and )ec(rit= Hro(# &ill Ae li)ted' 

Starting CACTUS 

beHardle)) o> ho& =o( acP(ire the C5C6U8 )o>t&are the in)tallation #roce)) &ill #lace a C5C6U8 icon on =o(r 
de),to# and a C5C6U8 >older and icon in the Programs 3en('   6he Programs 3en( ite3 i) >o(nd `(nder` the Start 
Button'  @> =o( lo)e the icon >ro3 the de),to# re3e3Aer =o( can al&a=) >ind it in the C5C6U8 >older in the 
QroHra3) >older'  @> =o( canRt >ind either =o( can al&a=) rein)tall C5C6U8'  6he entire in)tall ()(all= ta,e) le)) 
than a 3in(te' 

  6he C5C6U8 @con on the Le),to# cccDDDDDDDc   

http://www.usoe.k12.ut.us/cactus/terminal_server.htm
http://www.usoe.k12.ut.us/cactus/cactus_install_user.htm
http://www.usoe.k12.ut.us/cactus/educator_assignments.htm
http://www.usoe.k12.ut.us/cactus/cactus_windows_gui.htm
http://www.usoe.k12.ut.us/cactus/cactus_user_groups.htm


6he >ir)t &indo& =o( &ill )ee &hen =o( clic, on the C5C6U8 icon )ho(ld Ae &hat i) called the )=nchroniIer #roce)) 
or `)=nc >eat(re`'  6hi) can la)t an=&here >ro3 a >e& )econd) to a co(#le o> 3in(te)'  U)(all=G it ta,e) K()t a >e& 
)econd)'  [o( reall= donRt need to Ae concerned aAo(t &hat i) occ(rrinHG A(t i> =o(Rre c(rio() ' ' '  6he C5C6U8 
)o>t&are &hich r(n) the ()er inter>ace i) de)iHned )o =o( )ho(ld onl= haJe to deal &ith a CLDbS^ or F6Q a AiH >ile 
one ti3e'  @> co3#onent) o> C5C6U8 chanHe a>ter thi) initial in)tallG K()t tho)e #art) are #laced in an F6Q )ite 
&here C5C6U8 loo,) >or the3 each ti3e it )tart) (#'  EJer= ti3e C5C6U8 )tart) the )=nchroniIer Hoe) o(t oJer 
the @nternet and loo,) >or (#dated co3#onent) it 3a= need to co#= and ()e to re#lace older co3#onent) &hich it 
alread= ha) on =o(r 3achine'   @> i> `)ee)` )o3e (#dated co3#onent) it Hoe) ahead and co#ie) the3 Ae>ore it let) 
=o( loHin'  aereR) &hat the )=nchroniIer &indo& loo,) li,e 

   

5>ter the )=nchroniIer i) >ini)hed >indinH and (#datinH or addinH an= chanHed or ne& co3#onent) =o( &ill )ee the 
loHon or )ec(rit= &indo& )ho&n Aelo&. 



 

Enter =o(r U)er @L and #a))&ord and clic, on `SC` or #re)) `Enter`'  @F =o( are alread= loHHed on a net&or, the 
U)er @L i) ()(all= >illedDin &ith =o(r net&or, U)er @L'  Qlea)e note$ 6hi) 3a= or 3a= not Ae the )a3e a) =o(r 
C5C6U8 U)er @L'  6he Qa))&ord AoO &ill al&a=) Ae e3#t='  5ltho(Hh =o( can chanHe =o(r #a))&ord >or C5C6U8 to 
Ae the )a3e a) another #a))&ord =o( ()eG 3a,e )(re =o( #ractice Hood #a))&ord haAit)'  ChanHe the3 o>tenG ()e 
rando3 )trinH) o> letter) and n(3Aer) \not the na3e) o> =o(r ,id)G #et) or >aJorite car] and do not &rite the3 
do&n'  6he Qa))&ord ChanHe &indo& in C5C6U8 3a= Ae en>orcinH )o3e o> the)e H(ideline)'  Unle)) HiJen 
in)tr(ction) to do other&i)e neJer chanHe the in>or3ation entered in the 8erJer or LataAa)e AoOe)'  

@> =o( Het a )3all dialoH AoO or &indo& a>ter tr=inH to loHon and it )a=) `BoHon Failed` =o( &ill need to tr= aHain A= 
do(AleDclic,inH on the C5C6U8 icon once 3ore'  Qlea)e chec, to 3a,e )(re =o( are ()inH the correct U)er @L and 
Qa))&ordG and that the Ca#) Boc, liHht on =o(r ,e=Aoard i) o>>'   8o3eti3e) other thinH) Ho &ronH &hen =o( tr= to 
loHon'  @> =o( are )(re =o( are ()inH a Hood loHon id and #a))&ord chec, to 3a,e )(re =o( are on the @nternet'  Can 
=o( ()e =o(r MeA Aro&)erd  @> =o( can A(t )till can not loHon to C5C6U8G the C5C6U8 dataAa)e 3a= Ae do&n'  
Chec, the F5e and 6ro(Ale 8hootinH )ection >or 3ore hel# 

feOt =o( &ill )ee the 3ain C5C6U8 &indo&'  @t loo,) li,e thi)$ 

 

Mhen the c(r)or i) held oJer an icon a laAel &ill a##ear'  Clic, on the )choolho()e icon to o#en the di)trict%)chool 
)earchG and contin(e &ith the hel# >or that &indo&'  The icons on the main CACTUS window, the menu items and 
drop down menus, also appear in the left side table of contents for this help Web'  6hi) allo&) =o( to ea)il= 
re>erence the area o> the )=)te3 &here =o( need hel#' 

@> =o( are not >eelinH Jer= co3>ortaAle &ith Mindo&) #lea)e loo, at the Mindo&) GU@ )ection or Het )o3e Aa)ic 
Mindo&) traininH' 

 
 
 

http://www.usoe.k12.ut.us/cactus/cactus_password.htm
http://www.usoe.k12.ut.us/cactus/cactus_faq_trouble.htm
http://www.usoe.k12.ut.us/cactus/cactus_windows_gui.htm


ao& 6o Lo Co33on C5C6U8 Qroced(re) and Qroce))e)  

! ChanHinH =o(r #a))&ord  

! FindinH the ed(cator) in =o(r di)trict  

! Chec,inH the )tat() o> licen)e) and endor)e3ent)  

! Leter3ininH i> the ed(cator ha) an endor)e3ent eOe3#tion  

! Chec,inH the )tat() o> a )tateDa##roJed endor)e3ent #roHra3  

! Chec,inH the deHree and enterinH the deHree )(33ar= leJel  

! ChanHinH a ho3e addre))  

! Chec,inH on a #ro>e))ional deJelo#3ent cla))  

! airinH a ne& ed(cator  

! EnterinH o(t o> )tate eO#erience or #rior eO#erience in =o(r di)trict  

! EnterinH eO#erience  

! EnterinH an a))iHn3ent  

! 5))iHninH an ed(cator to 3ore than one )chool  

! 6er3inatinH an Ed(cator  

! FindinH a(thoriIed ed(cator)  

! beP(e)tinH a letter o> a(thoriIation  

! EnterinH a #ro>e))ional deJelo#3ent cla))  

! FindinH an eOi)tinH #ro>e))ional deJelo#3ent cla))  

! L(#licatinH an eOi)tinH #ro>e))ional deJelo#3ent cla))  

! QrintinH  

! ^ailinH BaAel)  

! E3ail 5ddre))e)  

! 5ddinH a Li)trict to the @n)tit(tion 6aAle  

! 5ddinH a 8chool to the @n)tit(tion 6aAle  


